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THE BRIDGE BETWEEN HOME AND CENTER 
 

 
Welcome to the Pleasantview Childcare Center! 
 
Let’s bridge the gap between home and center by working together to provide readiness and 
learning experiences.  We will keep you informed, but please also keep us informed of anything 
occurring in the home that would affect your child’s experience in the center.  This feedback is 
extremely important. 
 
Remember, you are welcome to visit our classes, observe, and participate...we have an open-door 
policy.  We invite you to share your talents.  If you have a special talent, hobby, or skill to share, 
this would enhance your child’s program. A volunteer form is included in the enrollment packet. 
 
Please keep this Childcare Parent Handbook and refer to it as often as needed.  These policies and 
procedures are necessary to provide the program with consistency and fairness when dealing with 
situations as they arise.  We hope we have answered most of your questions. 
 

 

Other Information 

If you wish additional information about the Center and/or rules and regulations as stipulated by the 
Ohio Department of Education, or if you wish to express concerns or complaints, or wish to receive 
copies of the inspection reports of the program, the following personnel are available: 

 
Dana Johnson .............................................................. 440-885-2409 
Early Childhood Coordinator 
 
Rosemarie Gross ......................................................... 440-885-8309 
Supervisor of Children’s Services 
 
Ohio Department of Education ............... 1-877-644-6338 (toll-free) 
Ombudsman/Office of Communications 

 

We have an open-door policy.  You are welcome at any time during the operational hours.  Please report 
to the main office so that we know that you are in the building. 

 
HEALTHCHEK 
 Did you know Ohio’s Medicaid program includes Healthchek services for children up to 21 years of age? 
(These services are also called EPSDT sometimes.) Healthchek services help children stay healthy and reduce the 
chances of sickness by treating health problems early. All Healthchek services are free. You can get help and information 
by contacting your county Healthchek Coordinator or your managed care plan and by going to 
http://medicaid.ohio.gov/FOROHIOANS/Programs/Healthcheck.aspx 
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GENERAL INFORMATION 

Who are we? 
The Parma City Schools Pleasantview Childcare Center is a Step Up to Quality 4-Star Rated tuition-based 
program sponsored by the Parma Board of Education and licensed through the Ohio Department of Education. It 
is designed to provide childcare for Parma School Employee’s children, therefore the days of operation follow the 
teacher’s calendar.  However, we welcome registrations from the general public as well. 
The center preschool rooms also serve as a “least restrictive environment” for selected students enrolled in the 
First Step Developmental Preschool.  These inclusion classrooms are staffed with teachers and aides from both 
programs-a co-teaching model that enriches instruction and meets the needs of diverse groups of children.  
Children enrolled in the center who do not nap in the afternoon are also welcome to be peer models in an 
afternoon First Step classroom.  We are proud of this successful partnership and the opportunities available for 
children to grow and succeed! 

Hours of Operation 
The center is open throughout the school year from 7:00 AM to 6:00 PM.  The center is closed during the summer 
months.  A childcare calendar documenting dates of operation has been provided with this Handbook for your 
reference. 

Admission Policy/Registration 
To initially register a child in the Center, the parent/guardian must complete the preliminary information form.  If 
space in the Center is available for the child, a $35 per child or $45 per family non-refundable registration fee is 
required plus a non-refundable tuition deposit equal to one full week’s tuition.   Registration fees and tuition 
rates are subject to change. After enrollment, each subsequent year an Intent-to-Return form with the registration 
fee and deposit is required.  Registration fees are not applied toward tuition.  Withdrawing and re-enrolling 
requires another registration fee. 
 
Appropriate medical and informational forms must be completed and a pre-admission conference with the 
coordinator must be held before a child can enter the program. 
 
When enrolling families into our program, we do not discriminate on the basis of race, religion, cultural heritage, 
political beliefs, disability, or marital status.  Parents should notify the Early Childhood Coordinator if their child 
has a special need and be willing to provide our staff with information, including any reasonable accommodations 
that would be necessary.  Please consider whether needs can be met in a group care setting.   Note our staff to 
child ratio and group size when considering childcare arrangements. Reasonable accommodations cannot include 
hiring of additional staff, as the program is self-supporting and the additional cost would require a significant 
increase in tuition. A change in the staff to child ratio would fundamentally alter the nature of the program.  The 
administration will make an individualized assessment about whether the center can meet the particular needs of a 
child without fundamentally altering the program. 

Staff Training 

Childcare providers must complete Ohio Department of Education required hours of inservice training 
in group childcare practices each year. Lead Teachers in Infant, Toddler, 3-year old and 4-year old 
classrooms meet Step Up to Quality educational requirements. All staff are trained in basic first aid, 
communicable disease recognition and prevention, child abuse recognition and prevention, and 
infant/child CPR.  Our staff is not trained in delegated nursing plans, and nurses assigned to 
Pleasantview are not always on duty during childcare hours.  These operating procedures may need to 
be considered when planning appropriate care for your child. 

Developmentally Appropriate Program 
We operate a developmentally appropriate program using developmentally appropriate materials and activities 
designed to provide learning experiences in all areas of development: social, emotional, physical, and intellectual. 
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Staff/Child Ratios 
We adhere to the staff/child ratios as required by the Ohio Department of Education Preschool Licensing Rules 
and Regulations. Depending on the time of day, staff:child ratios may be lower than license required. 

 
Age Group Staff:Child Ratio Maximum Group Size 

Infant through 18 months 1:5 or 2:12 12 
18 months to 36 months 1:7 14 
3 year olds 1:12 24 
4 year olds 1:14 28 

 

We provide a safe and comfortable environment within these ratios.  Children must be capable of functioning 
safely in the group and within the stated ratio.  Because the Childcare Program is self-supporting, we cannot 
accommodate children in need of a lower staff to child ratio or 1:1 supervision without significantly impacting the 
cost of tuition.   

 

PHILOSOPHY AND GOALS 

This program is founded on the philosophy that learning involves the whole child.  The social, emotional, 
physical, and intellectual aspects of each child interact to produce growth.  This learning process involves the 
child’s previous experiences, his/her individual style of learning, and his/her developmental achievements.  Each 
child is a unique individual, and all children will be offered opportunities to be successful learners in a nurturing, 
caring, and enriching environment.   

A child learns through play and hands-on experiences in a prepared environment. Our goal is to enable your child 
to develop skills for further academic learning, social interaction, and self-control.  The Center’s written 
curriculum is The Creative Curriculum for Preschool and The Creative Curriculum for Infants and Toddlers. 
Activities, curriculum, and assessment are aligned with Ohio’s Early Learning and Development Standards in all 
essential domains of school readiness (Birth – Age 5). 

Communication between home and school is necessary for each child’s growth.  The family is the most important 
relationship to the child, and the childcare program’s role is to support the family relationship. 

In addition to providing children with a safe, secure, and nurturing environment, the program is structured to 
provide the guidance necessary to assist each child in developing: 
 independence, creativity, self-reliance, and self-control, 
 freedom to use and experiment with equipment and materials designed for each child’s 

developmental needs, 
 social relationships such as sharing, respecting rights and properties of others, 
 awareness and curiosity about themselves, their family, and their relationship in the world through 

planned activities and experiences, 
 an appreciation of self and others, 
 respect for adult relationships outside the immediate family, 
 a variety of experiences in art, music, science, literature, math, socio-dramatic play, block building, 

and sand and water play as appropriate for each child’s developmental progress, 
 language and vocabulary development, 
 satisfactory and acceptable ways to cope with fears, angers, and anxieties, 
 increased motor coordination of large and small muscles. 
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DISCIPLINE AND GUIDANCE POLICY 

The teachers and caregivers seek to teach children to accept limits with good will and show respect for 
themselves, others, and property. Teaching appropriate behavior will be addressed with each child appropriate to 
his/her developmental stage.  Caregivers use the following measures:  Direct instruction regarding expected 
behavior and routines with consistent practice  redirection of the child’s attention,   use of “time out/material 
out” – separation from the problem situation,  talk with the child about the situation and appropriate behavior, 
 promotion of smooth transitions, and  praise of appropriate behavior and choices.  A behavior chart may be 
used in the preschool rooms. 

When inappropriate behavior is persistent and consistent, administrative staff will initiate contact with the 
parent/guardian to participate with the child in altering the behavior.  In extreme situations, the parent/guardian 
may be called to remove the child from the Center for the remainder of the day.  The staff and parent/guardian 
will then work together to make a plan for helping the child when he/she returns to the Center. 

The Center reserves the right to withdraw a child from the program: if the staff and the 
administration feel that the child may injure himself or others as a result of inappropriate 
behavior; if the child is unable to adjust to the childcare experience; or if the child’s behavior is 
such that it requires the constant attention of one caregiver.  In this case, it is the responsibility of 
the parent/guardian to seek alternative childcare. 
 

The Center cannot Provide a 1:1 Staff/Child Ratio 

 

Behavior management/discipline policies and procedures shall ensure the safety and physical and emotional well-
being of all individuals on the premises.  The Center’s actual methods of discipline shall apply to all persons on 
the premises and shall be restricted as follows: 

1) There shall be no cruel, harsh, corporal punishment or any unusual punishments such as, but not limited 
to, punching, pinching, shaking, spanking or biting. 

2) No discipline shall be delegated to any other child.  Discipline is handled by the staff and/or the 
coordinator. 

3) No physical restraints shall be used to confine a child by any means other than holding a child for a short 
period of time, such as in a protective hug, so the child may regain control.  

4) No child shall be placed in a locked room or confined in an enclosed area such as a closet, a box or a 
similar cubicle. 

5) No child shall be subjected to profane language, threats, derogatory remarks about himself or his family 
or other verbal abuse. 

6) Discipline shall not be imposed on a child for failure to eat, failure to sleep, or for toileting accidents. 

7) Techniques of discipline shall not humiliate, shame or frighten a child. 

8) Discipline shall not include withholding of food, rest or toilet use. 

9) Separation, when used as discipline shall be brief in duration and appropriate to the child’s age and 
developmental ability and the child shall be within sight and hearing of a preschool staff member in a 
safe, lighted and well-ventilated space. 

10) The center shall not abuse or neglect children and shall protect children from abuse 
and neglect while in attendance in the preschool program. 

 

All preschool staff shall receive a copy of the Center’s discipline policy. 
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HEALTH AND SAFETY 

In order to ensure a safe and healthy environment at the Center, the following policies must be followed: 

Arriving and Departing from the Center 
TURN OFF YOUR CAR ENGINE WHILE DROPPING OFF OR PICKING UP YOUR CHILD FROM THE 
CENTER. 

DO NOT LEAVE CHILDREN UNATTENDED IN THE CAR. 

Parents who pick up children during First Step Preschool hours of operation will be required to wear a badge 
provided by the office. 

Parents/guardians are required to sign child(ren) in and out each day.  Parents/guardians are asked to record the 
time of arrival and departure using the Childcare Center clock above the sign-in/sign-out sheets. 

Signing a child in and out each day is imperative.   
Sign-In/Sign-Out sheets are used to check attendance in emergency evacuation situations!!! 

Once you arrive at the Center, it is important that the parent/guardian take the child to the designated classroom 
and report to the caregiver on duty. 

Only parents (custodial parents), guardians, or people authorized by the parent/guardian, with appropriate and 
required identification will be allowed to sign a child in and out of the Center. Custody papers must be on file in 
the Center.  We cannot deny a parent the right to pick up his/her child unless we have a copy of court 
papers denying such access. 

Pick-Up Authorization Requirement 
It is required that parents/guardians complete the Transportation Plan/Pick-up Authorization and Emergency 
Transportation Form indicating those people that they give authorization to pick-up their child(ren).  Three pick-
up authorizations and emergency contact names are required by licensing rules.  If you cannot furnish the required 
names you must note on the form “NONE ARE AVAILABLE.”  However, please make every effort to submit 
contact names when possible.  If we are unable to contact someone in the event of an injury, illness, or 
emergency, we will interrupt your care until such information is submitted.  Returning to the program will depend 
on available space.  It is necessary that these authorized people know that a photo ID will be required in order to 
sign-out child(ren) from the center. An Emergency Medical Authorization Form must also be completed.  
Telephone numbers on this form must be current.  Please update these two forms when necessary! 

Emergency Evacuations and Situations 
Fire drills are conducted at varying times each month.  The Center will also have periodic tornado drills, as well 
as a safety drill.  Emergency instructions will be posted at various locations throughout the center. 

Each staff member will be aware of the location of each child’s file and of procedures to follow in the event of 
illness, injury, or emergencies such as fire and weather alerts.  There will be immediate access at all times to a 
working telephone within the center. 

All of the Center’s safety policies are discussed with staff members and are a part of scheduled staff meetings. 

In case of a severe emergency, the following steps will be followed: 
 First aid will be administered 
 Director of Safety & Security and Police/Fire will be notified 
 Emergency transportation will be summoned 
 Parent/guardians will be contacted 
 Incident Report Form will be completed 

In the event that it is necessary to evacuate the Pleasantview grounds, the children will be transported 
to a designated safe area. Every attempt will be made to contact the parents/guardians. 
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Enrichment Activities 
The Center staff will arrange for various enrichment opportunities either on-site or within the Pleasantview 
building or grounds.  Children may also take walking trips in the neighborhood.  Parents will be notified of 
special occasions or presentations.  Small extra fees for enrichment programs may be charged to help defray 
costs. 

Clothing/Appropriate for Weather and Play 
If a child is present at the Center, we assume that he/she is well enough to participate in outdoor activities and is 
dressed appropriately for the weather as predicted for the day.  We are unable to accommodate requests to allow 
individual children to stay inside. In addition, we ask that children be brought to the Center in clothing suitable 
for all types of play, including painting and climbing on gym equipment.  Tennis shoes are recommended.  Please 
provide pants or tights for girls wearing dresses.  Crocs or flip flops are not safe for playing outside. 

Disease Management Policy 
The Center will have staff members trained to recognize common signs of communicable diseases and hand-
washing and disinfecting procedures.  The Board of Health Communicable Disease Chart is posted to also assist 
staff and parents in identifying communicable diseases, treatment necessary, duration of illness, and exclusion 
guidelines. 

The following precautions shall be taken for children suspected of having a communicable disease: 

The program will immediately notify the parent or guardian of the child’s condition; the child will be isolated and 
discharged to his/her parent or guardian as soon as possible if ANY of the following signs or symptoms are 
present: 

 diarrhea and/or vomiting two or more times in the same day 
 severe coughing or whooping 
 difficult or rapid breathing 
 yellowish skin or eyes 
 teary, inflamed, pink eyes 
 temperature of 100 degrees Fahrenheit taken by axillary method or 

Thermoscan with other signs of illness 
 untreated infected skin patch(es); spots or rashes other than diaper rash 
 sore throat or difficulty swallowing 
 unusually dark urine and/or gray or white stool 
 stiff neck 
 evidence of lice, scabies, or other parasitic infestation 

A child isolated due to suspected communicable disease shall be in a specifically designated area and provided 
with a cot and blanket.  An adult shall be within sight and hearing at all times.  The child will be discharged to 
parent, guardian, or authorized person as soon as practical. Once an ill child has been picked up by a 
parent/guardian or authorized person, the child will not be readmitted to the Center later that same day. 

Before a child may return to the Center, they must be symptom free for at least 24 hours or have a written 
doctor’s release, and/or a diagnosis of a non-excluding condition as stated in the current Cuyahoga County 
Board of Health Communicable Disease Guidelines.  This is for the protection of all our children and staff.  
All parents should arrange for back-up care if the parents are unable to stay home. When a child is discharged 
from the Center due to illness, the parent will be given a written notice stating when their child can return. 

Parents will be notified by written notice or directly by staff if their child has been exposed to a communicable 
disease. 

A mildly ill child, meaning a child who has minor common cold symptoms without any of the symptoms listed 
above; or a child who does not feel well without any of the symptoms listed above, will be observed carefully for 
worsening conditions and will participate in activities as able.  The parent/guardian will be notified if necessary. 
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Head Lice/Bed Bugs 
Children with suspected cases of head lice will be excluded from the Center.  Parents and guardians will be 
provided with treatment information. 

Upon returning to the Center, students sent home for pediculosis must report to the coordinator’s office where the 
student will be inspected to ascertain that all nits (eggs) are gone.  No child will be permitted back in the Center 
until he or she is free of head lice and nits. 

Bed Bugs are also a nuisance although they have not been known to spread disease.  The Cuyahoga County Board 
of Health recommend that you routinely check your residence, child’s backpack, diaper bag, and car seat for the 
presence of beg bugs as anyone who comes in direct contact with the bugs or their eggs can unknowingly carry 
them into other locations.  If the childcare program is informed of a confirmed case, the program will follow the 
district protocols and response efforts. 

Administration of Medications 
For purposes of this policy, “medication” shall include all medicines including those prescribed by a physician 
and over-the-counter remedies. 

The administration of medication by employees is discouraged; and we recommend that medications be 
administered outside of childcare hours of operation. 

For children who must take medication while in the program, parents/guardians must follow the Board policy for 
administration of medication during school hours.  A written prescription from the physician as well as written 
authorization from the parent is required – forms are available in the center office and should be completed and 
returned to the center before any medication will be given. 

BEFORE ANY MEDICATION MAY BE GIVEN TO AN ENROLLED CHILD, THE PARMA CITY 
SCHOOL MEDICATION FORM MUST BE ON FILE WITH THE EARLY CHILDHOOD 
COORDINATOR. 

Medications must be delivered personally by the parent or legal guardian/custodian in the original 
container, on a daily basis to the Center. 

 

MEDICATION MUST BE IN THE ORIGINAL CONTAINER AND LABELED WITH THE 
FOLLOWING INFORMATION: 
 
  1. CHILD’S NAME 
  2. NAME OF MEDICATION 
  3. WHEN MEDICATION IS TO BE GIVEN 
  4. DOSAGE 
  5. NAME OF PHARMACY 
  6. PRESCRIPTION NUMBER 
  7. PHYSICIAN’S NAME 
 
AT NO TIME WILL THE CHILD CARE STAFF ADMINISTER THE FIRST DOSE OF A NEW 
MEDICATION. 

 

 “To be given as needed” will not be considered as acceptable medication instructions. 

If the medication or the dosage is changed or extended, the procedure will have to be repeated. Some drugs are 
known to have long-term side effects that extend beyond the end of the school year; therefore, these forms are to 
become a permanent part of the child’s cumulative record at the Center. 
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Meals and Snacks 
The childcare program will provide a noon meal for each child in attendance.  This 
meal will include at least one (1) food from each of the four basic food groups and 
shall be served in quantities to meet at least one third of the recommended daily 
dietary allowances.  Monthly menus will be posted in the Childcare Center for 
review.  (Copies available upon request.)  A family style dining experience is 
provided for all classes to promote good table manners and polite conversation. 

The program will provide an afternoon nutritious snack.  For any child who arrives 
prior to 8:30 in the morning, the program will also provide a morning snack, which 
does not replace breakfast.  Please make every effort to feed children breakfast at home.  This is particularly 
true for infants who cannot eat the morning snack (i.e., graham crackers; sliced bananas; pop-tarts; zwieback; 
Cheerios, etc.).   

The morning snack will include two (2) foods from the four basic food groups, and the afternoon snack will 
include one (1) food.  A food source of Vitamin C will be served daily and a food source of Vitamin A will be 
served at least three (3) times weekly, either at the noon meal or at snack time. 

Because the program provides nutritious food service for the children, it is requested that children not bring food 
from home unless: 
 he/she has a food allergy.  The center/school kitchen will make every effort to accommodate a 

child’s special needs, however if we cannot assure a safe and practical solution, parents may be 
asked to provide meals and snacks. 

 he/she is on a special diet prescribed by a physician and written and signed instructions are on file 
with the program, 

 he/she is an infant and not yet able to eat food served by the program and the Infant Feeding 
Instructions are on file with the program, and/or 

 the lunch menu offers something that the child will not eat, or for religious reasons cannot eat.  In 
this event, the parent/guardian must provide a nutritious packed lunch for the child following the 
same nutrition guidelines as the school-provided lunch.  There will be no price reduction in 
weekly tuition. 

 

Please notify the Center before 9:00 AM if a school lunch is not required for your child. 

 
FINANCIAL POLICIES 

Contracted Scheduled Days of Attendance 
The parent/guardian must indicate on the Childcare Service Agreement Form the scheduled days and times that 
childcare services will be needed for the child.  After this form has been completed, signed by the parent/guardian 
and submitted to the coordinator, this becomes the “contracted scheduled days of attendance”. 

 
Families returning to the Center at the start of a new school year will be charged for all contracted 
scheduled days of attendance starting the first day the center opens through the day the center closes at the 
end of the school year.  New families will be charged from the first scheduled attendance day of enrollment 
to the day the center closes. 

 
The “contracted scheduled days of attendance” CANNOT BE SWITCHED ON A TEMPORARY BASIS.  We 
do not operate as a drop-in center.  If these contracted scheduled days of attendance need to be permanently 
changed, or parent/guardian has a work schedule conflict, a conference with the coordinator is required and a new 
Childcare Service Agreement Form must be completed.  If roster numbers permit, days may be added on occasion 
at the regular daily rate after conferring with the coordinator, provided the tuition account is current with no 
outstanding balance. 
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(Financial Policy, cont’d) 

Fees will be charged for each day that a child is scheduled to attend the center through and including the 
last day of service.  Our Center is sustained through tuition payments.  Tuition is the means by which a slot 
in our Center is held for your child.  If your child is ill or absent no refund can be made because that 
timeslot still belongs to your family and cannot be filled by another child.  (See page 13 for Extended 
Absence information).  We request that parents call the Center if their child will be absent. Withdrawing 
your child prior to the end of the school year will forfeit your childcare slot for the following school year. 

Tuition is Required To Be Pre-Paid/ Parents are NOT INVOICED  
Tuition must be paid in advance of services.  Please submit a check or money order payable to “Parma Schools – 
Childcare” to the program staff or to Children’s Services, 5311 Longwood Avenue, Parma, OH 44134 on the first 
day of service each week.  (Tuition may be paid bi-weekly or monthly, if paid in advance of services.)  Please do 
not make checks payable to any individual.  If paying by cash, please request a written receipt to serve as proof of 
payment.   

 
 Payments may be made by credit card (VISA, MasterCard, DISCOVER) by  

calling 440-885-8301, 440-885-2305, or 440-885-2484. 
 

 Auto Pay Option – To have your credit or debit card charged automatically for the entire month of         
       service on the first school day of the month, you may enroll in Auto Pay by completing the form  
       included in your enrollment packet.   

 

Year-End Payments for Services  
You will be notified of the date all final payments are due.  Tuition will be prorated so all tuition deposits can be 
made by the end of the school year. 

 

Tuition Rates 
The childcare program does not charge tuition fees on a daily or hourly basis.  As indicated below, we have either 
1-3 day or a 4-5 day weekly tuition rate per program.  Families whose days of service rotate are charged the 4 -5 
day weekly rate. 

 

Tuition Charged For All Days Children Are Scheduled To Attend 
Tuition is the means by which a slot in our program is held for your child.  If your child is ill or absent, no refund 
of tuition can be made because that slot still belongs to your family.  Tuition is charged through and including the 
last day of school. 

 
If a child is suspended from the childcare program, no tuition will be charged for the suspended days. 
 

Family Discount Policy 
We will continue to incorporate a family discount plan throughout this school year for families who enroll more 
than one child in the same childcare program on a full-time basis (full-time being 4-5 days per week).  This will 
represent a 10% savings for the second or third child enrolled in our program.  Parents will be required to pay the 
full price for the youngest child enrolled.  For all other children, parents will be charged 10% less than the amount 
listed above.  (Please note that the Before School, After School, and Pleasantview Childcare program are 
considered separately when applying the family discount.) 
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Tuition Payments 

 

PLEASANTVIEW CHILD CARE TUITION FEES 
2018-2019 

Tuition Rates are Subject to Change 

Full Day/Full Week (4-5 days, 7 AM – 6 PM) 
(1 child) Infant 
 ages 6 weeks to 18 months ......... $195.00/week 
                                                    
                   Toddler 
 ages 18 months to 36 months ..... $179.00/week 
  
                   Preschool  
                   Ages 3 years to 5 years…………$167.00/week 
                                                           

Full Day/Less than 4 days per week, 7 AM – 6 PM) 
(1 child) Infant 1-3 days ....... $146.00/week 
                                                 

                   Toddler                  1-3 days ........ $134.00/week 

 
 Preschool 1-3 days ........ $125.00/week     

    

Half Day Extended Preschool available from  
 7AM – 12:30 PM for ages 3 years – 5 years 
(1 child)  4/5 days ......... $83.50/week 
  1-3 days ......... $62.50/week 
   

 

County Vouchers 
Effective August 2018, we will no longer be a provider with the Ohio Department of Jobs and Family Services. 
Swipe cards cannot be accepted as payment for childcare services. 

Extended Absences 
In the event of an absence extending longer than 5 school days for any reason, a parent may wish to hold a spot in 
the program by paying the first week’s current tuition and then ½ that amount for the remaining weeks of leave. 

Written Notification Required When Withdrawing A Child  
We request two weeks notice in writing to withdraw a child from the Center. Daily tuition fees will continue to 
accrue until written notification is received.   

Re-Enrolling Requires a Registration Fee 
A registration fee of $35 per child or $45 per family is required for re-enrolling into the program. In order to re-
enroll your child, you must not have an outstanding balance with Children’s Services Programs. 

Late Tuition Payments 
Tuition payments are expected in advance of services.  Late tuition payments can result in your child being 
suspended or withdrawn from the childcare program until your account is up-to-date. Re-enrollment in the 
program will depend on space availability. 

Returned Check Charge 
You will be charged $18 for each returned check.  If this should happen twice, money order payments or cash will 
be required in order for your child to remain in the program. 
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Delinquent Accounts  
Tuition must be paid in a full and timely manner. The Children’s Services Supervisor is informed of any overdue 
balances and is required to initiate collection action through the Parma City School District Treasurer’s Office. 

 
You cannot enroll or return to a Children’s Services program if you have an outstanding balance in any program.  
You also cannot increase service, meaning number of days or the addition of morning or afternoon care, unless 
you are up-to-date and paying in advance of services as required, or if your children have consistent and 
documented behavior issues while in the program. 

 

Tax Exempt Number – Needed For Income Tax Form 
The Parma City Schools tax identification number is #34-6002163.  Parents can request a W-10 Form from their 
program staff in January.  This form documents that your child attended the Parma Schools Childcare program at 
some time for that year. To request a statement of total payments made, email us at 
childcareservices@parmacityschools.org.  Please include your name, your child’s name and the school they 
attend. 
 

No Adjustment in Tuition for Unscheduled School Closings 
The childcare program tuition-based budgets are determined using the number of scheduled school days.  District 
employees are required to be paid for unanticipated school closings, such as snow days.  Therefore, there will be 
no adjustment in tuition for any unscheduled school closings.  We understand this can be a hardship for parents 
who must also pay for alternative childcare.  Please call the office to arrange for an extended payment schedule if 
necessary. 
 

Late Pick-Up Charge Begins at 6:01PM/12:31 PM 
In the event that your child is not picked up and exiting the building by 6:00 PM, there will be a late pick-up 
charge of $15 per family, for every 15 minutes, or any portion of a 15 minute time period.   

If your child is enrolled in the 7:00-12:30 Half Day Extended Preschool, there will be a late pick-up charge of $15 
per family, for every 15 minutes or any portion of a 15 minute time period after 12:30. 

Frequent late parents, risk having their service terminated. The designated Childcare clock is used for recording 
time.  If you anticipate being unable to pick up before 6:00 PM/12:30 PM, arrange to have another adult from 
your Authorized Transportation Plan pick up your child. 

 

At 12:30/6:00 PM, Childcare staff will begin calling those listed on the parent’s Pick-Up Authorization Form. 

 

School Closing Notice 
In the event of inclement weather, listen to the radio or watch television for an announcement that the Parma City 
Schools are closed.  If the stations announce that the Parma City Schools are closed, the Childcare Center will 
also be closed. You may also arrange to receive a Robo call informing you of closures. 

In addition, any announcement via phone, radio or television regarding the Pleasantview School building being 
closed due to a mechanical problem, power outage, fire, etc., the Childcare Center will be closed 

 

Scheduled School Recesses and Holidays 
During a week when less than five days of school are scheduled, a daily rate times the actual number of days that 
the center is open will be used to determine tuition.  Please refer to chart at the end of this Parent Handbook. 

 

A calendar with the days that the center provides care has been included with this Handbook.  
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NOTIFYING OF AUTHORITIES 

The Center will follow the same policy as the school district requiring all professional school staff to report any 
suspected cases of child abuse and/or neglect.  Staff will also notify the police if they suspect a person is under the 
influence or impaired when picking up children from the program. 

 

INFANTS - 6 WEEKS TO 18 MONTHS 

Schedule 
Each infant will have an individualized schedule as needed.  The following activities will be included in degree 
and quantity as age-appropriate: 

 
 Nurturing 
 Feeding 
 Diapering routines 
 Naps 
 Intellectual stimulation 
 Eye-hand coordination activities 
 Large and small motor development activities 
 Cognitive development activities 
 Language development activities 

 

Feeding Policy 
If an infant is not yet able to eat the food provided by the Center, the parent/guardian will be required to provide 
appropriate formula or breast milk and/or strained/pureed foods.  The Center will not prepare or mix any infant 
formula.  Each infant’s formula or breast milk will be provided to the Center by the parent/guardian in feeding 
bottles that are labeled with the child’s name and date of preparation. Breast milk must also be labeled with the 
date expressed. 

 

Strained and/or pureed infant foods provided by the parent/guardian will be unopened commercially prepared 
foods.  The center will serve these foods from appropriate serving containers, but infants will not be fed directly 
from the packaging container.  Any unused portion of food will be disposed of or returned to the parent/guardian.  
Each container will be labeled with the child’s name. 

 

A Parent Instruction for Infant Feeding Form will be completed by the parent/guardian and kept on file at the 
center for any infant whose food will be provided by the parent/guardian. 

Diaper/Wipes Use Policy 
Parents are to provide an adequate supply of diapers and wipes for use by their child.  The packages should be 
labeled with child’s name.  Petroleum jelly is provided by the Center. 

 
 Parent/guardian must complete a provided form regarding their instructions for use of any over-the-

counter diapering and sunscreen product(s). This form must be reviewed and signed by 
parent/guardian every three months. 

 Ointments and creams other than petroleum jelly used for diapering must be labeled with the child’s 
name and should be provided by the parent/guardian. 

 The Parma City School District’s Policy and Procedure for Administering medication must be 
followed when a prescription ointment or cream is to be used. 
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Remember to Bring 

 Diapers/plus 3 packages of wipes 

 Two boxes of tissues 

 Two (2) changes of clothing (size and season appropriate, including socks).  All extra clothes and 
outerwear must be labeled with child’s name. 

 Prepared bottles and commercial foods labeled with child’s first name and last initial in sufficient 
quantities  

 Please provide a security object(s) such as pacifiers, favorite blanket or stuffed animal.  (Security 
objects should also be labeled with child’s name.) 

 

TODDLERS - 18 MONTHS TO 36 MONTHS 

Schedule 
Each toddler will have an individualized schedule as needed.  The following activities will be included in degree 
and quantity as age-appropriate: 

 
 Nurturing 
 Self-selected activities 
 Diapering/Toileting 
 Morning snack, lunch, and afternoon snack 
 Naps and resting 
 Music, circle games, story time, and art activities 
 Language, small motor and large motor activities 
 Outdoor activities 

 

Remember to Bring 

 Diapers/plus 3 packages of wipes 
 Two boxes of tissues 
 Two (2) changes of clothing (size and season appropriate, including socks). All extra  

clothes and outerwear must be labeled with child’s name. 
 Please provide a security object(s) such as pacifiers, favorite blanket or stuffed animal. (Security 

objects should also be labeled with child’s name.) 
 

Biting 
As children grow and mature, they go through stages that manifest some trying behaviors.  One of the first of 
these stages is biting.  The peak time for biting is between 13 and 30 months of age and is mainly the result of 
children not being able to verbalize their thoughts and feelings.  We at the Childcare Center are aware of this 
trying time and have developed several techniques and routines to prevent and reduce incidents of biting. 
According to the Journal of Pediatric Health Care at least half of all children enrolled in childcare settings bite 
during the 13 to 30 months of age span.  Please keep this information in mind when enrolling your child in the 
Infant/Toddler classrooms.  However, we do consider biting to be a health and safety concern. If our efforts to 
prevent and reduce the incidents of biting are not effective and a child is in need of 1:1 attention from the staff 
because of the frequency of biting, we will consider suspension or withdrawal from the program until the child 
can safely rejoin the group. The coordinator will request a parent conference to address the issue. 
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Toilet Training 
We understand there are developmental differences among children; however, please make every effort to toilet 
train by your child’s third birthday.  We ask that children enrolled in group care demonstrate toileting 
independence on a consistent basis at age 3 in anticipation of transitioning to the next classroom.  
Accommodations shall be made for children with documented developmental delays. 

Children enrolled in the 3-year old or the 4-year old classroom who are not fully toilet trained or who experience 
frequent accidents must wear Pull-Ups. Diapers are not permitted in those classrooms. Parents must provide an 
adequate quantity of Pull-Ups for their own child. Should the child show little to no improvement with toileting in 
two weeks, the child may be temporarily withdrawn from the Center, and may only return once fully toilet 
trained. 

 
 Toilet training can only be effective if the child wants to learn and has consistent, positive encouragement 

from adults.  When parents notice that their child understands the process of using the bathroom, is 
confident and unafraid to sit on a toilet seat, is having dry diapers or Pull-Ups for longer periods of time, 
and/or is indicating they need to use the bathroom—then toilet training usually begins at home.  When 
you begin training at home we ask that you inform the staff and begin sending your child in pull-ups so 
we can also begin taking them to the bathroom.  

 
 Please note: At a group care facility, we are not able to follow the same training procedures you may 

follow at home.  In order to maintain a sanitary facility, we ask for an adequate supply of Pull-Ups and 
extra clothing be kept in your child’s cubby.  Clothing should be manageable for children, such as 
sweatpants or similar elastic waist pants.  Please do not send children in regular underwear until they are 
consistently using the toilet and rarely having accidents.  

 Only children in the process of being trained are helped onto the toilet.  Other children may accompany 
the group in order to maintain the required staff:child ratio in the room. 

 
 Children are taken to the bathroom roughly every two hours or if they ask to use the bathroom.  Group 

care situations do not allow for more frequent trips to the bathroom.  Staff will make every effort to help 
children learn toileting routines while still maintaining the schedule and activities of the room. 

 
 As toilet training is a process, accidents will still occur and are dealt with accordingly.  No child is ever 

scolded or shamed about toileting accidents.   
 

 

Transition Procedures: Infant to Toddler/ Toddler to Threes: 
Infants are eligible to transfer to the Toddler Room when they are 18 months and walking if a space is available in 
the room.  Toddlers are eligible to move into the Three-year-old Room at 36 months and toilet-trained if a space is 
available in the room.  We make every effort to maximize enrollment and anticipate transitions; but there may not 
be an opening available when a child reaches transition age. 

When this occurs and an opening is unavailable, a child will remain in his/her current room and the activities and 
curriculum will be differentiated for their developmental stage.  We arrange for visits to the older room as long as 
ratio numbers are appropriate. 

If an opening is available, during the week before the scheduled transition date, children will begin to spend time 
each day in the receiving room prior to moving full time into the room.   

Typically, children do not transition during the year from the Three’s to the Pre-K room.  Children entering 
kindergarten must be five years old by August 1.  Depending on the child’s birth date, he or she may be in one of 
the preschool rooms for more than one year.   
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PRESCHOOLERS - 3 TO 5 YEAR OLDS 

Schedule 
The following activities will be included in degree and quantity as age appropriate: 

 
 Self-selected activities/free play 
 Bathroom and toileting 
 Resting, napping, and quiet time 
 Snacks and lunch 
 Learning activities related to emotional, physical, and social development. 
 Standards aligned curricular activities in math, language arts, reading and social studies/science. 
 Conversation and manners/socialization 
 Art activities 
 Indoor and outdoor physical skill activities 

Remember to Bring 

 One (1) change of clothing (size and season appropriate, including socks and underwear). All extra 
clothes and outerwear must be labeled with child’s name. 

 Please provide a security object(s) such as favorite blanket or stuffed animal. (Security objects should 
also be labeled with child’s name.) 

 Container of hand wipes 

 Box of Tissues 

MISCELLANEOUS 

Recess Care 
We discourage our staff from accepting off-duty babysitting 
positions with child care clients.  However, if such arrangements 
are made, the district is not responsible or liable for actions 
occurring during such private employment. 

Internet searches for alternative options for childcare during 
school recesses may be helpful.  

Outdoor Play 
Playing outside is scheduled every day when the weather is above 
30 degrees and not raining.  It is required that parents/guardians 
dress children according to the weather forecasted each day.  We 
recommend that children wear tennis shoes or rubber soled shoes 
for playing safely inside and outside. 

Parent Visits/Participation 
We have an open door policy and parents are welcome! Visits will be pleasant and comfortable if parents are 
mindful of the following: space is limited in the infant play area; lunch time is an especially busy time; the Center 
is darkened and quiet at naptimes; and visits should not disrupt the room or cause children to be upset at your 
departure. 

All parents are invited to participate in classroom activities if their schedules allow.  Parents are  
encouraged to attend Center events with their children. 
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Please Do Not Bring Food or Toys from Home 

Please do not bring food or toys/small objects from home into the Center.  Caregivers are instructed to 
return such items to the parent/guardian or put them into the child’s cubby.  Children will not be allowed 
to have them at the Center. The Center cannot be responsible for any items brought from home that 
are lost or damaged. 

Basic Rules For Our Children 

The Center’s rules are geared to the developmental needs of each child.  They are communicated in 
words each child can understand.  Children develop greater respect for others and feelings of security 
when they know what is expected of them. 

We ask that parents/guardians help prepare their children for entrance into the center by sharing with 
him/her the following expectations of behavior: 
 Treat adults and each other with respect. 
 Walk in and out of the center with the parent/guardian, not running ahead. 
 Walk in the school building. 
 Walk in a line when moving from room to room, led by a caregiver. 
 Stop and wait for the caregiver’s permission to enter the next area of the building.   

For example: children walk into the playground rather than “swarming”. 
 Keep hands and feet to yourself – do not hit, push, or kick your friends. Use gentle hands. 
 Toilets should be flushed after each child’s use. 
 Children will wash hands before eating and after toileting. 
 Children will not put items down the toilets or into the sink drains. 
 Take turns with toys and equipment. 
 Be responsible for cleaning up own activity. 
 Help with tasks assigned by the caregiver. 
 Respect another child’s creation or work. 
 Stand on the floor, not on the furniture. 
 Guns or other violent toys are not allowed. 
 “Cops and Robbers” play is inappropriate. 
 Throwing sand, water, rocks, toys, etc. is not permitted. 
 Feet first down the slide. 
 Gum is not allowed at the center. 
 Fragile items, toys and money are not to be brought from home. 

Actually, all the things we need to know we learn in preschool and childcare! 

Conferences 

Parents/Guardians are required by our Ohio Department of Education Preschool Licensing Rules and 
Regulations to attend at least two conferences per year. 

Each parent/guardian must have a conference with the coordinator or attend an opening parent/guardian 
meeting at the start of the school year. 

New families must attend a pre-admission conference. 

Progress is an ongoing process that is monitored daily and communicated in conversation with parents 
as necessary. Formal written progress reports indicating your child’s progress on skills based on Ohio’s 
Early Learning and Development Standards in All Essential Domains of School Readiness (Birth – Age 
5) will be completed in May.  Parents are given the opportunity for a conference if requested. In the 
event a mutually agreeable time cannot be reached, a conference may be conducted by telephone. 
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PLEASANTVIEW CHILDCARE CENTER RATES 2018-2019 
RATE SHEET 

(SUBJECT TO CHANGE) 
When DC is not open five days (i.e. holiday weeks),  

the weekly rates are adjusted.  
 
 Number Cost for Cost for  
Classification of Days 1 child 2 children  
 
FULL-TIME ENROLLMENT –  
Infant Room         Center Open – 5 days  $195.00/week  $370.50/week  
Ages 6 weeks to 18 months Center Open – 4 days 156.00 296.40  
 Center Open – 3 days 117.00 222.30  
 Center Open – 2 days 78.00 148.20  
 Center Open – 1day 39.00 74.10  
 
FULL-TIME ENROLLMENT 
Toddler Room Center Open – 5 days $179.00/week $340.10/week  
Ages 18 months to 36 months Center Open – 4 days 143.20 272.08  
 Center Open – 3 days 107.40 204.06  
 Center Open – 2 days 71.60 136.04  
 Center Open – 1day 35.80 68.20  
 
  
FULL-TIME ENROLLMENT 
Preschool Center Open – 5 days $167.00/week $317.30/week  
Ages 3 years to 5 years Center Open – 4 days 133.60 253.84  
 Center Open – 3 days 100.20 190.38  
 Center Open – 2 days 66.80 126.92  
 Center Open – 1day 33.40 63.46  
 
 
PART-TIME ENROLLMENT –1 to 3 DAYS PER WEEK  
Infant 3 $146.00/week $292.00/week  
Ages 6 weeks to 18 months 2 97.33 194.67  
 1 48.67 97.34 
 
PART-TIME ENROLLMENT –1 to 3 DAYS PER WEEK - 
Toddler 3 $134.00/week $268.00/week  
Ages 18 months to 36 months 2 89.33 178.67 
 1 44.67 89.34 
 
PART-TIME ENROLLMENT –1 to 3 DAYS PER WEEK - 
Preschool 3 $125.00/week $250.00/week  
Ages 3 years to 5 years 2 83.34 166.68  
 1 41.67 83.34 
  
HALF DAY EXTENDED PRESCHOOL AVAILABLE 
7:00 AM – 12:30 PM for ages 3 years – 5 years 
 4/5 days $83.50/week $167.00/week  
 1-3 days $62.50 $125.00 
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Parma City School District does not discriminate on the basis of race, color or creed when hiring staff or 
enrolling children in the Day Care Center Program.  This center follows the rules and regulations for day 
care programs as directed by the Ohio Department of Education.  Copies of the center’s license and 
compliance reports are posted for parent review.  Parents can request copies from the coordinator. 


